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Aoeountabillty for Housekeeping 


, 1* Reoords wil l be esbablished and maintained in the 

I | AS t for housekeeping equipment and hand tools in 

the following manner i 
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(1) An inTentory of all housekeeping equipment and hand 
too ls presently on hand will be eonduotad by personnel within 

The inventory will indioate nomen- 
olature, unit of issue, and quantity of each item listed 
the reon* Ppon oompletion , the inventory will be forwarded to 
“^he l I who will in turn prepare a Supply 

Heeord Sard, For® Mo. 36-25-A, for eaoh item listed thereon, 
indicating nomenolatura, and unit of issue. Voucher Mo. 

**IM7 DT-1" will be assigned to said inventory and items 
listed thereon posted to the appropriate Supply Hsoord Cards. 

(2) Documents inlioating receipt of additional house- 
keeping items and hand tools will be assigned debit TOUoher 
ntaabers, and items listed thereon will be posted as debits to 
the appropriats Supply Record Card, after which voucher will 
be filed numerically in a Voucher File. 

b» Issue of Housekeeping Iteissf 


(1) Issues of h ousekeeping items will be made by the 

I I l end will be recorded on the "Daily Issue 
Heoord" which will Indicate t Date, nomenclature of Item, unit 
of issue, quantity issued, and initials of the receiving 
individual. 

^ (2) Form So. 36-7 will be prepared bi-monthly in 

f&adruplioate iMioatiag a consolidated total of all items 
.ssued on the "Daily Issue Record*. The number of the first 
.nd last page of the "Daily Issue Record* considered will be 
- ’©fleeted on the Form Mo. 36-7. 

(3) One copy of Form No. 36-7, listing the oonsolidated 
totals of housekeeping items will be assigned a credit voucher 
number and items listed thereon will be posted to the appropriate 
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form Bo* 36-EE-A, Supply Cfcr<i* Th® origiml aad two 

ooploB of Fora »o* S6»7 will b» forwarded to th* | 

1 I for roploaiahsiont purpose*. 


(4) After posting he* been aooosqplished, ell related 
pages of the "Baily Issue Reoord” will be attaohed to th* 
oonsolidated Forsi So* 36«7 and filed ^merioaily in th* 
Vouoher File. 
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® * Iseue of Sfcad foolt i 

(1) Issues of hand tools eueh a* haasnors, saw*, nail 

pullers, shovel*, eto., will not be reoorded on th* ’’Daily 
issue Seoord* but will be issued to the using individual on 
Fora Bo* liemorandum Beoeipt, ehioh will refleott Date 

of i**u*, aoaenolature of item or item* issued, ^entity of 
each item leaned and signature of rsoeivlng individual. 

(2) Fora Bo* ifoaorandua Reoeipt will be aain- 

talned la alphebetiaal order by naae of reoeiving iaiivldual. 
>^uantlty of iteas on Memorandum Reoeipt plus <juaiitity in stoek 
will equal the quantity refleotsd in th* •Bfclanoe’* oolumn of 
Fora Bo* 36»2S«>A at all tines* 


(3) In the event of partial return of itena oharged to 
a Fora Mo* 36-66 by th* using individual, said items will be 


limd out aid initialed by the 
Mo* 36-66 returned to file* 


and Fora 


(4) In the event of ooaplet# return of Itoas charged to 
Fom lo* 36-66 by the using individual, a line will be drown 
through all item* listed thereon and th| 

will sign in th* spaoe provided in the lower right hand oorner 
of eaid fora. 


(5) land tool* returned by using Individuals will either 
be relesued as outlined in paragraph o (l) above or returned 
to stoek. 


d. Blepoeitlon of Dnservloeable Hand Toole t 


(l) B 0 .od tool* whleh beooae uns ervieeable through fa.i i- 


wear and tear will bo returned to thef I by 

th* uei^ Individual In eirder that the appropriate ored It entry 
aay be Mde on the Fora Bo* 36—66, iteaorsusiua Reoeipt, ooneerae^ 


(2) Band tool* whloh beooae unservioeable throu^ fault 
or negleot will be eurveyed by the responalble individual using 
Fora lo* 36-18, Survey Report. 
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(s) fhm 


pllX be raeponslble for 


determining tbe oeuae or unservaoeability of ell hand tools 
rsturned by using individuals in order that proper aotion may 
be taken in the event that same was a result of fault or 
negleot* 


(4) The 


will dispose of unsorvioeable 


hand tools, returned by using individuals, in aooordanoe with 
ourreat regulations and make appropriate credit entries on the 
Fom Ho* S6-26-A oomierneda 


e. Anditt Records maintained by the 
as outlineti' a^ove will bo sub.feot to audit by the Audit Oroup, 
Services Division. 
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